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A brief rundown of the required documents

Individuals
● Grant Agreement

○ Attachment A
○ Attachment B
○ Attachment C: BUDGET

● W-9- October 2018
○ FOR YOURSELF
○ Needs your SSN NOT your 

EIN
● Statement of Certification
● Clean Hands

Organizations
● Grant Agreement

○ Attachment A
○ Attachment B
○ Attachment C: BUDGET

● W-9- October 2018
● Statement of Certification
● Clean Hands
● Insurance
● EEOE (Awards over $100K)



On your Grant Agreement:
● Signature
● Date
● SSN/EIN
● DUNS





The Revised Budget Form is available online, or 
directly from your grant manager.  

Tab 1 Tab 2





INSURANCE
CAH requires all organizational grantees maintain general 

liability insurance of at least $1,000,000 per occurrence. All 
individuals with project-based grants must also secure 

insurance.

In the Description of Operations box, make sure your insurer 
includes the following language:

● “The Government of the District of Columbia and its 
officers, employees, agents, and volunteers are named as 
Additional Insured.”

● The CAH seeks a written waiver of subrogation against the 
Government of the District of Columbia and its officers, 
employees, agents, volunteers, contractors, and 
subcontractors.

In the Certificate Holder box, ask your insurer to include the 
following:

DC Commission on the Arts and Humanities
200 I St SE
Washington, DC 20003



FAQS

If nothing has changed since you submitted your application do you still need to fill out Attachment A?
Yes! All grantees must submit Attachment A (Revisions to Proposal). For Fellows, or awards where 
no changes occur, you can simply state that the funds will be used as proposed, or that funds will 
be used to support work as an Arts/Humanities Practitioner. 
If you have any questions about changes to your programs, please contact your grant manger. 

I/We submitted most of these documents with our application. Do we need to submit them again?
As long as documents are still valid, no. Your Grant Manager will be in touch to verify or solicit any 
additional paperwork that might be needed. 

The line about W-9s says 2018- should that be 2021 again?
The most recent W-9 revision is from October 2018 (you’ll see this in the top left hand corner). We 
will need a dated signature from 2021, within 180 days of the routing process. 

What is the grantee number to put in the budget form?
You will find your grantee number in the top right hand corner of your Grant Agreement.



The Budget Form was not part of my grant agreement. Where do I get a blank budget form. 
A copy of the form should be available in the grants portal once you accept your award, but a 
blank copy is available on our website at: https://dcarts.dc.gov/node/417322

Where do I submit Attachment A?
This should be submitted with your full Grant Agreement in the grants portal. If you have already 
uploaded the agreement, you may send Attachment A directly to your grant manager, or submit it 
to your documents library in the portal. 

Is there sample language we can use?
Fellows (AHFP): Funding will be used to support my work as an Arts/Humanities Practitioner
GOS: Funds will be used for General Operating Support
Project-based grants: Funds will be used as presented in proposal. OR: An outline of changes

Should budget changes in Attachment A be a copy of the full, new budget (updated), or just a listing of 
the changes and refer over to the updated budget document?

The budget changes can be detailed in the revised budget document. Please include any 
programming changes (i.e. Staffing, audience impact, materials)

https://dcarts.dc.gov/node/417322


Where can we see our application again? It’s been many months and I may need to refresh my memory. 
All your past applications should be in the portal you used to apply, and will use to accept your 
award. 

I cannot type into Attachment A. Is it okay to handwrite my answer?
That’s just fine! As long as we can read it. 

Does the entire grant agreement need to be scanned and sent back, or just the attachments?
Please scan the entire grant agreement, including the attachments. If you have already submitted 
your grant agreement you can send the attachments directly to your grant manager, or add them to 
your Documents Library. 

For Fellows- do we leave the interim expense blank?
Yes! You can use the Final Expense column for the full amount of funding. 

Should the Budget Form include only the amount covered by CAH, or the total project budget if using 
multiple funding sources?

Please use just the CAH award amount for this submission.



Can you clarify the difference between the CAH and Match columns for individuals?
There is no match required for Individual awards (Fellowship/Projects, Events, or Festivals). Please 
use the CAH column only. 

For awards over $12,500 should we split the interim and final expenses 50/50 even if all/most of the 
expenses are actually incurred towards the end of the grant period?

Yes- please split 50/50 regardless of when the expenses may occur. When you report you can apply 
the funds when necessary. 

Are the requirements/forms for reporting available on your website, so that we can be preparing our 
reporting documentation

The most important thing is to hold on to that budget form! We’ll use the second tab for the 
interim and final report. 

For individual, do I put my name under Grantee as well as Grantee Name?
Yes



I can’t find the URL for the grant portal. Is it on your website?
A direct link is here: https://jlweb.co/prod1/portal/portal.jsp?c=4193775&p=6947885&g=6947905
You can find a lot of our resources and additional forms starting here: 
https://dcarts.dc.gov/service/cah-grants

The budget form is an Excel document and asks for a signature. Is it okay to print the document, and 
upload as a scan, or do we have to submit as Excel document?

For the budget form we can accept a typed signature line. 

Which grantees require liability insurance?
All organizations and projects. 

How do we know if we are a Fellow/East of the River project/etc?
The name of the grant will be on your grant agreement. Very important to double check your 
paperwork! If you have multiple awards you’ll want to track those separately. 

https://jlweb.co/prod1/portal/portal.jsp?c=4193775&p=6947885&g=6947905
https://dcarts.dc.gov/service/cah-grants


On General Liability Insurance- do we include the language about the written waiver in the Description 
of Operations box, or is that a separate form?

Yes, in the Description of Operations section

Where will we find the insurance language?
Your grant manager can provide that. 

We will need to have our insurer change/add CAH as a certificate holder?
Yes- this should be an easy addition when you call your provider. 

Do we need to provide a copy of that Certificate of Insurance to CAH?
Yes- we require a cover page, like the one shown in the presentation. 



Are e-signatures acceptable?
Yes! We cannot accept a typed or signature-like font on the grant agreement or W9, but a digital 
signature is acceptable.

Do the dates we put on these documents for these signature matter?
Your W-9 will need to be dated within 180 days of routing. Otherwise the dates should be as close 
to submission as possible. 

EEOE was mentioned as a requirement for some organizations. Will we be told if that’s required for us?
Yes. This will only impact some organizations, and your grant manager will be in touch with you 
regarding that form. 

To be clear- Grant Managers will be reaching out to each grantee with what needs to be re/submitted?
Yes- as we work through processing we will be reaching out. You can submit your grant agreement 
and budget form now, and we will follow up. 



Will we need to submit another Clean Hands if we sent on with the application?
No- CAH staff will handle your Clean Hands. If we run into an error we will be in touch. 

What is the deadline for all the paperwork?
Please submit your grant agreement and budget by October 15, 2021.

I saw part of the grant agreement requests we use the CAH logos on our materials. How do we find 
these?

Our logos are available on our website: https://dcarts.dc.gov/page/cah-logos
You may use them on promotional materials for projects, your website, and wherever else is 
appropriate. 

https://dcarts.dc.gov/page/cah-logos

